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ROVER

TRAINING

CLASS

OVERVIEW

Class Time ς1.5 Hours

VClass Overview/COVID-19

ҦPPE for poll workers

ҦCurbside voting

VDuties of the Election Officials

ҦRole of VLM and VLD

ҦRover & VLM/VLD Relationship

VRoles & Responsibilities of Rovers

VMonday Supply Deliveries

VMonday Assignments

ҦLocation Binder

VElection Morning Tasks (ADA)

VElection Day Duties

VPost-Election Duties

VSafety & Security
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςBallot Scanner

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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COVID-19 
PRECAUTIONS
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PPE ANDSANITATIONSUPPLIES
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DOΩSANDDONΩTS
5ƻ Χ
­ Wear a mask/face covering. This is required of all election 

officials. 

­ Use good judgment and practice patience ςboth with your 
fellow workers and voters.

­ The VLM will be responsible for conducting a temperature 
check or assigning this task to another worker. The 
maximum temperature is 100.3 degrees Fahrenheit.

5ƻƴΩǘ Χ

­ Prevent a voter from voting because he/she refuses to wear 
a mask/face covering. Ask the voter politely to wear one and 
offer a mask if they do not have one. The voter may vote 
regardless. 

­ There will be no temperature checks of voters. 
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SANITATIONOFFICIAL
This worker will be responsible for the following:

VAssisting with Monday Night setup, the six-foot 
spacing of chairs, tables, voting booths, and 
equipment;

VMonitoring distribution of PPE at the polling location;

VElection-day line management within the polling 
location and;

VSanitizing voting booths, voting machines, tables, and 
electronic pollbooks throughout the day.

VLarger locations will have 2 or 3 Sanitation Officials
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ARRANGINGTHEPOLLINGLOCATION
Working with the VLM and VLD, the Sanitation Official 
will lead the set up of the interior of the polling location 
using:

V Polling Location Setup Diagram that have been 
modified for every location to account for proper 
distancing;

V Six-foot marking rope to ensure voting booths and 
DS200s are properly spaced;

V Six-foot marking rope to place social distancing decals 
on the floor where voters would be waiting in line;

V Provided doorstops to limit touching of door handles.
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CURBSIDEVOTING
VCurbside voting has always been an option for 

voters in Ohio, but the pandemic has increased 
the number of voters requesting this voting 
service. Here is the exact language used by the 
SOS when detailing who is eligible to vote a 
Curbside ballot:

× Boards of elections must offer curbside voting to any 
voter who is physically unable to enter a polling location 
or concernedabout entering a polling location.
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ROVERRESPONSIBILITIES
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REQUIREDEQUIPMENT
Rover Cell Phone

V Cell phone usage is REQUIRED

V All Rovers issued a BOE cell phone. Must be always on.

V Rovers are highly encouraged to bring their personal cell 
phones, so Zone Captains have two lines of 
communication.

V wƻǾŜǊǎ Ƴǳǎǘ ŀƴǎǿŜǊ ŀƭƭ ǇƘƻƴŜ ŎŀƭƭǎΦ 5ƻƴΩǘ ƭŜŀǾŜ ŀ ǾƻƛŎŜƳŀƛƭ 
with BOE staff. Keep calling until you reach a live person.

Vehicle

V Fueled

V Clean and clear of obstacles

V Proof of insurance
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OVERVIEWOFDUTIES
VLiaison between BOE/Zone Station and Polling 

Locations

VDeliver election supplies Monday and Election Day 
(as needed)

VVerify Location Setup Diagram ςMUST SIGN

VMonitor No Campaigning/Neutral Zone (100 feet 
from the entrance to the Polling Location)

VVerify Location is ADA Compliant

VMonitor voter flow outside of the polling location
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RESPONSIBILITIES
VBOE badge must be worn (visible) at all times.

VBe punctual
ÅIf you are late, you may be dismissed without pay. 

VBe flexible
ÅYou may be asked to travel outside your assigned 

Zone if needed

VInform Zone Captain of lunch breaks so assigned 
area can be covered
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REPORTTIMES- MONDAY
V 11:00 a.m. | Report to Zone Station - Receive 

Delivery Assignments (Green Bag(s), EPBs and 
PPE)

V 4:00 p.m. | Report to Zone Station ςReceive 
election assignments

V 5:45 p.m. | Report to 1st Assigned Polling 
Location ςMonday Night Organizational Meeting

× Note: Rovers should anticipate working until 9-10 p.m. on 
Monday night
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REPORTTIMES- TUESDAY
V 4:30 a.m. | Report to Zone Station ςRetrieve 

polling location supplies

V 5:00 a.m. | Report to 1st Assigned Polling 
Location ςElection Day

V 6 p.m. | Report to Zone Station ςDrop-Off 
Assistant Attendance/Training (Drop-Off Captains 
only)

× Note: Rovers should anticipate working late Tuesday 
evening. Dismissal will come from BOE management.



MAY4, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 16

VLM & VLD SHAREDDUTIES
VVLM and VLD are a Management Team

VTheir primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

VBoth serve as a technical resource and resolve 
issues and troubleshoot election equipment

VBoth assist with the set up of the AutoMARK

VBoth oversee and guide other poll workers in the 
polling location
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REQUIRED VLM DUTIES(PERORC)
V Deliver the Oath of Office, complete and sign

V Assign workers to specific teams/assignments, 
schedule breaks and lunches

V Review with poll workers any alerts or notices

V Set up the location based on the Polling Location 
Setup Diagram

V Unlock the Transport Cart and ensure the correct 
supplies have been delivered

V Ensure the Official Precinct Voter Registration List is 
posted Tuesday morning
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ADDITIONALVLM DUTIES
VBe the primary contact person for the BOE and 

make the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

VDrive his/her car to the Drop-Off Location (along 
ǿƛǘƘ ǘƘŜ ±[5ύ ǳƴƭŜǎǎ ƛǘΩǎ ŀƎǊŜŜŘ ǳǇƻƴ ǘƘŜ ±[5 ǿƛƭƭ 
take his/her vehicle

VVLM in more of an observation/floating role since 
VLD will still be assigned to the VAT
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ROVER& VLM/VLD RELATIONSHIP
VVLM/VLD and Rover work as a TEAM

VVLM/VLD responsible for inside of voting location, 
Rover outside

VRover checks to make sure BOE cell phone is on

VRover is a HANDS-OFFposition

VRover is NOTtrained to troubleshoot equipment

VRover verifies Location Diagram followed

VRover will arrive around 2 p.m. on Tuesday to 
prepare VLM/VLD for closing procedures
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ELECTIONORGANIZATIONALCHART
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QUESTIONS?
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MONDAYGREENBAG, 
EPB & PPE DELIVERY
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GREENBAG(S) ANDEPBS

Be sure to check label on the side 
of each EPB Transport Case to 
ensure you have the correct Case(s)
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PPE SUPPLIES

VSome locations may have multiple items (ex. more than 
one sneeze guard, PPE bag, etc.)
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VERIFYSUPPLIESPROPERLYDELIVERED

VAt each delivery the Rover will look at the Green 
Bag(s) and each EPB and literally read the full 
name out loud on each tag before locking the 
items to the cart to ensure no incorrect deliveries 
are made. 

VRovers should also refer to the EPB Case X of X 
and Green Bag handle tag to ensure all EPBs for a 
location are delivered. 
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GREENBAG/EPB DELIVERYSTEPS
Arrive at Zone Station by 11:00 a.m.

V Sign-in upon arrival at Zone Station

Zone Captain will:

V Assign Green Bag/EPB Delivery Route

V Pass out Monday Delivery Verification Forms for your 
assigned locations and corresponding Green Bag(s)/EPBs

V Assign new voting location signs to be set up at old voting 
locations and photographed

V Distribute assigned Green Bag(s)/EPBs 

­ Verify the Polling Location name on the EPB Transport Case(s) 
labels matches the Polling Location you are delivering the 
equipment as well as the label on the GreenSupply Bag
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BEFORELEAVINGTHEZONESTATION

VDetermine your driving route using the Zone 
Station Map and/or other devices.

VCall ahead to see if the location is open and 
arrange a time to meet the owner/custodian.

VSometimes the Transport Cart has been relocated 
at the facility
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UPONARRIVALATPOLLINGLOCATIONS
VVerify the Polling Location name on 

the GREENBag labels match the 
Monday Green Bag Delivery 
Verification Forms.

V Identify yourselves as Election Day 
Rovers from the Board of Elections. 

V Locate the Election Equipment ς
Transport Cart

× The owner/custodian in charge at 
each location will direct you to 
the area where the voting 
equipment is stored.

ŎƻƴǘƛƴǳŜŘ Χ
Note: Ballot Boxes can be 
extremely heavy
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UPONARRIVALATPOLLINGLOCATIONS

V Red/Gray Ballot Boxes will be found on the Transport Cart 
(already cable locked).

V Unlock cable lock provided by your Zone Station, feed the 
cable lock through the handles of the GREENBag and EPB 
Transport Cases, then re-lock. When complete, there will 
be two cable locks securing items on the Transport Cart.

V Inspect the Election Equipment, then complete and sign 
the Monday Green Bag Delivery Verification Form.
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MONDAYDELIVERYVERIFICATIONFORM

VVerify correct Polling Location and Precinct Information on 
the supply/equipment labels

V Inventory items for correct quantities

V Inspect all equipment - no visible damage

× Record any problems on Monday Equipment Verification 
Forms
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DAMAGED/TAMPERED/M ISDELIVERED

EQUIPMENT?
V Call the Zone Station

V Ask to speak with Zone Captain

V Do Not Leave the Location without instructions

V Record observations on Monday Deliver Verification 
Form

V Include time and nature of damage or tampering
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WHATIFYOUCANΩT GETINSIDE?

VFind another entrance

VContact the location

VCall your Zone Captain

VRecord any problems on the Monday Equipment 
Verification Form

VProceed to the next location
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ONCEDELIVERYROUNDSARECOMPLETED
V Return to deliver any GREENBags/EPBs you may not 

have been able to drop off earlier on your route.

× If you are unable to deliver a GREENBag/EPBs, they 
MUST be delivered promptly to the Polling Location 
by 6:00 p.m. for the Monday Night Organizational 
Meeting.

V Return to the Zone Station to be released until 
reporting at 4:00 p.m. for the Monday Afternoon Zone 
Station Arrival.
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VOTINGLOCATIONCHANGESIGNS

VRoversnot assigned to Green Bag/EPB 
Deliverymustpost Voting Location Change Signs 
Monday morning

/ƻƴǘƛƴǳŜŘ Χ



MAY4, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 35

VOTINGLOCATIONCHANGESIGNS

1. Rovers will attach a sign to the door

2. Rovers will place TWO yard signs. The third yard 
sign will be kept at Zone Station.

3. Rovers will take photo of each sign, with the image 
including enough detail of the location that it can 
be easily identified (3 photos total)

4. Signs remain in place Monday/Tuesday 
andmustbe removed/returned to the Zone 
Station Tuesday night

/ƻƴǘƛƴǳŜŘ Χ
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VOTINGLOCATIONCHANGESIGNS

5. Zone Captains will assign Rovers to spot check signs 
throughout Election Day (typically at 6:30 a.m., 
12:30 and 4:30 p.m.). The Rover will notify Zone 
Captain if signs are removed.

6. Zone Captain will upload the THREE photos for 
each location to Google Photo Album
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MONDAYAFTERNOON

ASSIGNMENTS& ROVERBINDER
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MONDAYAFTERNOON| ZONESTATION

VReport back to your Zone Station at 4:00 p.m. 

× Sign in.

VYour Zone Captain will provide all assignments:

× Polling Location Assignments or

× Zone Station Assignment

­ Phones/Logs/Issue Tracking

­ Equipment Replacement Team

× Post-election Drop-Off Assignment | Drop-Off 
Assistant

× Equipment Retrieval Team (if assigned)
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MONDAYAFTERNOON| ZONESTATION

The Zone Captain will:

VProvide you a Rover Binder for each assigned 
Polling Location; 

V Job Briefing/Training Review; 

×Updates/Changes in procedures since training, 

×Review of mandatory calls, forms, and checklists; and

V Review contact procedures

× Election Response Team (216) 443-3277

× Zone Station (Numbers will be provided)
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ROVERBINDER

VOne per Polling Location

VContains all information and checklists needed 
for Election Day assignment
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ROVER

BINDER

Cover Page
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ROVER

BINDER

Mandatory 
Calls
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ROVER

BINDER

Polling 
Location 
Information 
Sheet
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ROVER

BINDER

ADA Checklist
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ROVER

BINDER

Location Setup 
Diagram

V IMPORTANT:  MiFi Hotspot cannot be moved 
without reporting to the BOE.

V A change to the Diagram MUST be initiated by the 
VLM and a change can only come AFTER approval 
from the BOE. Only sign off on a change to the 
Diagram if approved by the BOE.
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ROVER

BINDER

Monday Night 
Organizational 
Meeting | 
First Round 
Tasks
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ROVER

BINDER

Monday Night 
Organizational 
Meeting | 
Second Round 
Tasks
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ROVER

BINDER

Monday Night 
Zone Station 
Checklist
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ROVER

BINDER

Tuesday 
Arrival Zone 
Station 
Checklist

NEW! Arrive at 4:30 a.m. to your 
Zone Station on Tuesday morning.



MAY4, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 50

ROVER

BINDER

Tuesday 
Morning 
Location 
Checklist | 
First Round 
Tasks

VDo not proceed to your next location until 
you make your Mandatory call
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ROVER

BINDER

Tuesday 
Morning 
Location 
Checklist | 
Second Round 
Tasks

VDo not proceed to your next location until 
you make your Mandatory call


